
Georgia Department of Labor 
APPLICATION FOR RECORDS RETENTION SCHEDULE I Employment Security Agency 

Administrative Services Division 
~~ ~~ anagement and&- 

KS%UCTIONS: The Records Managem(ent0fficer of the Agency's Radards Management and Controls Unit will be of essistance%ccom- 
pleting this form. After Division PirectorlDesignee has signed the form, forward original to Administrative Services Division, Records 
Management and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attention: Records Management Officer 

RDS MANAGEMENT _ USE 
Application Date 

Georgia Department of Labor 

- 
2. Person to Contact Working Title Telephone Number 

.. ~~ . .  .~ .. -~ - -  . .  ~ .. Claims Examiner 656-3.136 
~~ 

Glenda Howard 
3. Action Requested 

a. 
b. 13 

___. . 

Establish Retention Schedule?record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

. .  ~. - . .  . -, . .  
~ .. 

. .. , .~ ~ 

?rogram. 

Che Claims Administration or Benefit Payments Section supervises the receipt , processing and 
?ayment of claims for unemployment compensation benefits and maintains individual 
:laimant records. 

rhe Overpayment Unit audits and collects all overpayment accounts on UI benefit claims 
m d  maintains centralized records on these accounts which are coordinated through the - y  

zlaims center in the field. 

7. Record Series Description This file contains the following documents (include form numbers and tides, if a n y )  
Attach samples of the file. 

Documents relating to: the correction of social security number , evidence of change and original 
number (copy), and communications with claims center and claimant 

_______ -- - 

Included are: 
ESA-157 Claims Memorandum 
ESA-157.13 " 'I, form letter interstate overpayment 
ESA-404 
ESA-419 

ESA-1878 Wage Report Look Up-facilitative worksheet 
random print-out from terminal query, 10-15 pages @ 

Request for Wage and Separation Information 
Notice to Base Period Employers of Claim Filed 

(Original returned to Central Office) 

~ i l ~  is arranged: arranged alphabetically by surname 

~~ - - _  
B. M o n t h c  How often are records referred to which are: 

One to six months old 10 _ ; Seven to twelve months old 5 ; Thirteen to twenty-four months old 1 

~ 

twenty-five months and older 1 7 

Letter-size drawers ~ 1-, * Legal-size drawen- ; Shelves ; Other (rpecify) __ 

-_ ._ ppp 
3. Annual Rate of Accumulation of Records 

~ 

--- ~ 

ESA-144 (3BO 
(ARM)-71 

. ,  
- ~. . . ~~ .. 

. . ... .. . .  ~. 



-- 
IES I NO rl0. Questionnaire (Placean "X"in theorooef column) 

. : . ~ 

~~ ~~. 
.. . ., 

h. Is there a duplication of this series in your office, or in another office or agency? 
I f  yes, where?,,,, 

.~ 

are  

a. State Law 

b. Statute of limitation 

c. Federal Law 

Attach copy or excert of 

years. 

years. 

years. 

PJS or regulations. Expli 

d. Audit'period years. 

e. Administrative need 3 years. 

f. Federal retention instructions - years. 

iistrative need. 
. . . a.. . .  ~ .. . 

This series will not be used by the General Counsel's office as evidence i n  any proceeding. 
This series is a centralized,~facilitative s e t  o f  copies-which,-~serves the checking and 
change of social security numbers. _The social security .number i s r  the- - primary ~ arrangement 
key and primary descriptor into the data base for wages~ p-aid. .The. claims .centers hold the - . .  ~ 

. . .. . .  az-igirial-document- ~ . > 

12. Approved Disposition I n n  

fl Cale'ndar Year;. 0 Fiscal Year; ' 0 Other -' 1 . .  . .  . -. then. . .  .~ . ~ .. 

~ . .  . . .  .~ . ~. .. .~ .~ . ~. ~ 
.. ., , , . . .  , . .  

. -  yeads); then .. . .. Hold in the current files area 6 ~ ~ ~~~ monthk) 
0 Transfer to local holding area; hold 

&I Destroy. 

0 Other ISpecifyj 

yeark); then 

~. . . 
Transfer to State Records center; hold -2,_5__-- yeark); then, .. . .. ,~ 

~ ., '. 
. _  ... . 

~~ 

- ^-  - -. ~. . . '  , ..r. , . . .  
.. ~~ 

- .  . -  0 Transfer to  State Archives for permanent retention. . . .  


